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The value of shorthand to 


THE 


JOLLEGE GIRL 


who enters the publishing field 


Suggestions by TERESA S. FITZPATRICK 
of the “Atlantic Monthly” Staff 


iithough this article deals specifically with opportunities for college-trained 


stenographers and secretaries in the publishing field, it is safe to say 


similar opportunities exist for them in many other lines. 


S is readily understandable, the publish 
ing business has considerable attraction 
tor the col'ege girl, and many applicants 

come to our house each year Some yea 
back, the girls felt it was almost an affront to 
have ste graph suggested to them Pheir 
main objections were 

Of what value were their tour years of 
training if at the end they were simply to 
follow the career of so many high school 


girls and remain chained to a typewriter dur 


ing their business years? How could they 
expect their parents to make further invest 
ments in their education after the large sums 


already expended ? Four years had been spent 


in preparation for their life’s work, and they 
had no more time to give. They would be 
willing to take any kind of position to get 
started, but get started they must 


Our interest lies, I think, in the first objec 


tion, that the knowledge of stenography limits 
its possessor to a definite place in an organ 

zation, that it hampers instead of helps a girl 
who has set her mind on an editorial or 


executive position 
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retreat of a_ for- 
mer publisher’s 
secretary. 


Tue Gaece Warrer, December, 1934 
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The owner of this little summer home at Newport credits its 
possession to her study of stenography, which led to a congenial 
managerial position in the publishing world. 
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What Other Publishers Say on 


The Value of Seecretarial- 


Stenographic Training 


Woman’s Home Companion 


| SHOULD say that the prime 
essential in getting a job is to have something 
definite to offer that will be of value to your 
prospective employer. 

First on such a list I always put stenog- 
raphy and typewriting. With this equipment 
you can select the publishing house you wish 
to connect with and be practically sure of get 
ting a position within a reasonably short time. 
The most desirable stenographic position you 
could get would be as secretary to one of the 
editors, but any kind of secretarial work in 
an editorial office provides a foothold. You 
will either make good as a secretary, or, if 
you are ambitious to do editorial work, you 
will have the opportunity of making sugges- 
tions and of attracting attention to your ability 
among the people with whom it will do the 
most good. 


—Gertrude B. Lane, Editor 


Harper & Brothers 


IT is the opinion of 
the writer that a most valuable asset for any 
young woman desiring to enter the publishing 
field is stenographic ability. 

Ve ry few positions have had to be filled in 
recent times, and those which had to be filled 
were chiefly female employees. Of these, in 
practically every case, it was necessary to sub- 
mit proof of stenographic skill. 


Raymond C. Harwood, Assistant Treasurer 


John C. Winston Company 


TT HERE can be no doubt whatever, in 
my opinion, about the value of stenography 
to the woman who chooses the publishing field 
for her life work. Every woman who has the 
mentality and urge to lift herself above the 
average group of women workers is much 
more likely to succeed if she is equipped with 
stenographic training. Women trained for 
secretarial-stenographic service are the type 
that the publishing business today is employ- 
ing for careful detailed work. 

With one exception our entire editorial staff 
of women workers are stenographers of abil- 


ity. I firmly believe that this is as it shoul 
be, for a knowledge of shorthand sharpens 
the mental alertness of those who possess it 
The stenographer-secretary in her day-by-day 
contact with an executive more readily a 
quires an intimate knowledge of the intricate 
details of a business than could possibly be 
the case if she entered upon her work without 
such training 


William J. Pelo, Editor 


Allyn & Bacon 


WE require stenography and 
typewriting of all the girls who work in our 
editorial department as well as of those who 
fill the various other positions in the organi 
zation. 

Charles Bacon 


Bobbs-Merrill Company 


I SHOULD say 
that in nearly all cases you are entirely right 
in believing that stenographic training would 
be considered a first requirement among young 
women for employment in a publishing house 


A. H. Hepburn 


Simon & Schuster 


Ir you are a good stenog 
rapher your chances of getting into publishing 
are much better, simply because almost any 
business organization can make room some 
how or other for an extra stenographer. You 
can learn more about the publishing business 
as a secretary to an executive than in almost 
any other capacity. 

And this suggests the qualifications for a 
woman entering the publishing business. | 
think it is important for her to be a good 
secretary, a good stenographer, and interested 
in current books and current magazines. She 
should have a desire to read the new books 
and a knowledge of what has been published 
in the last five or ten years. 

The head of our production department was 
formerly my secretary. She is not a college 
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girl. She came to us from high school. She 
became interested in the manufacturing end, 
and for the last three or four years has been 
the head of that department 

The assistant in our editorial department is 
a girl from Vassar who had a very fine liter- 
ary background. She came to my office and 
I asked her what she had majored in at col- 
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lege. She said she had studied the works oi 
Marlowe, and was most enthusiastic about 
him. She was a good stenographer, too. | 
said, “If a girl can do stenography and is 
interested in Marlowe, she probably will be a 
good bet in a publisher’s office.” And she has 
been. 


—Richard Simon, in “Choosing a Career” 


“What's What” for Business Girls 


Suggestions from a National Authority .. . 


... ELIZABETH GREGG MacGIBBON 


3.—Tactful Telephoning 


ECENTLY an employment agency head 
R told me she thought the telephone desk 

an excellent place for budding secreta- 
ries to train. She went even further and 
predicted a combination job of the future 
that of “secretary-telephonist.” Her reason 
was that a girl who has the tact to handle 
things and persons properly over the tele- 
phone has the chief qualifications for success 





in business 

If this is true, instead of turning up their 
pert little noses at switchboard relief or serv- 
ice, beginners with ambition should be fight- 
ing for a chance to “plug ’em in.” 

For without doubt the private secretary gets 
the meanest part of the telephone detail. As 
shock absorber for her boss she has to answer 
his ‘phone, find out who is calling and what 
is wanted, and then either put her chief on 
the ‘phone, arrange a later appointment, or 
tactfully get rid of the unwanted person. 
There's no use in trying to get past the pleas- 
ant young sentry at the vocal gate, either. In 
fact, a good many inquiring persons are learn- 
ing, instead of asking for Mr. Blank himself, 
to ask for “Mr. Blank’s secretary, please,” 
thereby winning her good will at the start. 
They find they get further by frankly stating 
their business to her than by trying to ignore 
her and insisting on speaking to Mr. Blank 
direct. 

Many girls who have this thankless job of 
separating the sheep from the goats without 
even seeing the color of their eyes, have asked 
me how to get rid of the occasional individual 
who gives an unknown name, says his business 
is “personal,” demands an interview, and be- 
comes very angry when it is refused. 

Those whose reasons for telephoning are 
legitimate, and whose business is apt to be of 
mutual benefit, have no reason for being se- 
cretive and usually state their purpose clearly 


and at once. Nine times out of ten the indi- 
vidual who resents being questioned is a sales- 
man who knows if he divulges his business he 
will be turned down, so he tries to bluff his 
way in. After a girl has asked politely, but 
in vain, for the needed information she is quite 
justified in saying pleasantly, but firmly, “I 
am very sorry, but I can’t arrange an appoint 
ment with Mr. Blank unless I know what you 
wish to see him about. Good-bye.” 

There's a fine point in telephone etiquette 
on which many executives, even, are not 
clear. When Mr. Smith says, “Get Mr. Brown, 
of the Such-and-Such Company for me,” what 
happens ? 

The girl rings Mr. Brown's office, gets his 
secretary and says, “Mr. Brown, please. Mr. 
Smith of the Thus-and-So Company calling.” 
Since this is evidently business, Mr. Brown 
is put on the "phone at once. But instead of 
being greeted by Mr. Smith, a feminine voice 
says, “Just a minute, please.” And Brown, 
who has dropped important matters to answer 
the ‘phone, is forced to hang on to the re- 
ceiver while Smith is being located. Often 
after waiting some time, he is told, “Mr. 
Smith must have stepped out. He was here 
just a minute ago. He'll call you later.” 

When this happens five or six times a day 
it becomes a serious waste of executive time 
and temper, and there is some justification in 
Mr. Brown’s raging to himself, “Who the 
heck does this fellow think he is, anyway? 
Isn't my time as valuable as his?” 

Here’s the rule: When the man being 
called is of equal or lower position, the sec- 
retary should get him on the line before she 
calls her employer. But if she is calling some 
one whose position in the business world is 
above that of the man she works for, she 
must be careful to have her employer on the 
line when the Upper Dog barks his “Hello.” 
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Land of Rosy Dawns 


and Riotous Sunsets 


From a most interesting letter written to us 
By LIU AH WENG 


One of our enthusiastic Chinese students 
at Kuala Lumpur, Selangor, F. M. S. 
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e The Learner 





Helps sueccessward on the 


LAST LESSONS 


in 
Prepared for you by 


last 
new 


and tl 


HE last month in the 
three chapters of the Manual 
will thousands of our 


year € 
1 
He 


readers 


year see 
in the 60-word, the 75-word, and the 80-word 
dictation classes, putting to the acid test of 


new-matter dictation their knowledge 


theory principles, which they have been study 


ing since September. 


These three last chapters in the text are 
packed full of speed expedients and easy ways 
of writing long and difficult words. By the 
simple method of disjoining certain word 
beginnings and word-endings presented i 


Chapters X and XI, the shorthand outlines of 
hundreds of useful, but rather long and tech 
nical words, are made short and easy 


Drills on Chapter Ten 


Those of you who do not like to practice 
separate words should try practicing them i 
sentences You can construct sentences lik« 


Try it. It will make 
interesting 


the following yourself 


your practice much more 


Typical Sentences 


PAR. 211 After he was selected he was 
elected, and he acted immediately to have a 
law enacted that permitted a building to be 
erected in which large meetings could be con 
ducted 

PAR 218. I do not understand why tt was 
not thoroughly understood that there was 4 


us. I ¢ 


erstood 


misunderstanding among 
stand how we all misund 
tendent 


PAR. 219. We agree with you that the giv- 
ing of an extra discount should be taken under 
We would not enter into this 
We will 
f the 
train will 


consideration. 
under any 

building 
Another 


circumstances 
the protest 


extra-fare 


contract 
enter the 
superintendent 


over o 
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ual, eventually, habitual, 


ritual, spiritual, virtual 
Go to the End of the Word-Endings! 


When learning the disjoined word-endings 
in Par. 230, pay special attention to their de 
rivatives. It will pay you in the long run if 
you will take the time when practicing the 
root form to practice all its derivatives. For 
example, when practicing critic, 
ritical, and critically. When 


practice also 


the wor 


S critics 
practicing accumulate, practice also accumu 
lates, accumulated, ac umulation, and accumu- 


ating 


Drills on Chapter Twelve 
The shorthand outlines which may be used 


lor writing init ils are given in Par 


233. The 
writing of initials in shorthand is the supreme 
You will need to 


give special attention to the imuitials c, q, 4, 


test of accuracy of outline 


x, y, and 

Many writers prefer to write initials in 
longhand, using small letters joined where 
there are two or more initials used together 
If you adopt this practice of using longhand 
for initials, a little practice in joining each 
letter of the alphabet to each other letter will 
materially imcrease your speed in_ writing 
initials 


Have You Practiced Writing Initials? 


We will start the drill for you. Use it as 
a pattern to 


continue through the alphabet 
Time yourself on each one of the [ 


26 sets ot! 
initials, striving for the highest possible speed 
without sacrificing readability 


aa, ab, ac, ad, ae, af, ag, ah, etc., to az 


ha, bh, bce, bd, be, bf. ba. bh. et tol 
ca, ci ct cd. cé@, cl, ca ch ete fo ¢ 
da, db, dc, dd, de, df, dg, dh, etc., to d 


and so on 
Missouri is Bounded on the North by 


Several years ago when your father and 
mother were in school they had to learn how 
to bound each state in the Union. It was a 
favorite assignment of geography teachers 
If you were to ask them today to bound the 
State of Missouri they would recite something 
like this 
by lowa: on the east by Illinois, Kentucky, 
Arkansas ; 


and on the west by Nebraska, Kansas, and 


“Missouri is bounded on the north 
and Tennessee; on the south by 


Oklahoma.” How many of you knew that 


Missouri was surrounded by eight other 


states? 
Although this type of geography drill may 
he considered old-fashioned by teachers now 


adays, it is one of the finest ways we know 


mutual, perpetual, 
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of to practice the shorthand outlines for the 


states. Suppose you try it, starting with the 
following nine drills based on the state of 
Missouri, and the eight states that bound it 
With the aid of a map y 
lar drills for each one of the other states in 


the Union. 


u can make up simi 


Drill ] Missouri 
Missouri is bounded on the north by lowa 
on the east by Illinois, Kentucky, and Tennes 
see: on the south ! lrkansas; and on the 
west } \ N ebrasi a A ansas md OL l th ma is 


States ) 
Drill 2—lowa 


lowa is bounded on the north ! VWinnesota 
on the east by Wisconsin and Illinois; on the 
south by Missouri; and on the west by South 


Dakota and Nebraska. (6 States) 


Drill 3—Illinois 


Illinois is bounded on the north by Wiscon- 
sin; on the east by Lake Michigan and In 
Kentucky; 


west by Missouri and lowa. (5 States) 


diana; on the south and on the 





Drill 4—Kentucky 
Kentucky is bounded on the north ! lili 
nois, Indiana, and Ohio m the east by West 
l‘irgmia and lirainia m the south by Ten i 
nessee; and on the west by Missouri (7 
states ) 
| 
Drill  ] Tennessee 
l ennessee is } un le 1 } the ’ th ia A co 
’ ye . . . ' 
tucky and Virainia n the east by North ' 


; 3 at 
Carolina; on the south by Georgia, Alabama 


id Mississippi; on the west Arkansas and 
Vissouri. (8 States) 
Drill 6 


irkansas 


. » 3 
unNded 


lrkansas is 


n the north by Mis- 
sourt; on the east l'ennessee and Missis- 
Louisiana and Texas 
(6 States) 


sippi; on the south 
and on the west Oklahoma 


Drill 7— Nebraska 


Vebraska is bounded nN 


Dakota; on the east 


rth by South 
wa and Missouri: 


m the south | Aansas and lorado anda 
i the west I mi ® States) 
Drill 8 —Kansas 
Aansas is bounded on the north Vebras 
. . , , : 
ka; on the east by Missouri m the south \ 
Oklahoma; and on the west by Colorado. (4 


>tates ) 


ntinued on page 180) 
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Graded Dictation 


On Chapters Ten to Twelve 
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Drill 9—Oklahoma 


Oklahoma is bounded on the north by Kan- 
sas; on the east by Missouri and Arkansas; 
on the south by Texas; and on the west by 


New Mexico. (5 States) 


Two Objectives Ahead of You 

When you have finished the Manual, you 
should be able to write business letters of 
average difhculty at the rate of trom OU to 
80 words a minute for five minutes and tran 
scribe your notes accurately 

You have two objectives ahead of you 
first to increase your shorthand vocabulary ; 
second, to increase your speed to at least one 
hundred words a minute on new matter ol 
average difficulty. (You really should not stop 
before you reach 120 words a minute.) 


Probably the most effective way of extend- 
ing your shorthand vocabulary, and surely the 
most interesting way, is through the careful 
and wide reading of printed shorthand, such 
as you are familiar with here and in “Gregg 
Speed Studies” and “Graded Readings.” 

Read all the shorthand you can get hold 


ol The visual impression you obtain of the 


outlines written by shorthand experts will en 
the words readily and cor- 


able you to w 
rectly You literally absorb in this easy way 
the new outlines you encounter in your read 


ing. 
This reading, naturally, should go hand in 
hand with all the dictation you can crowd into 
your shorthand class and study periods. Make 
it a rule to transcribe your dictation at least 
twice a week, striving for one hundred per 
cent accuracy in every transcript Regular 
and frequent transcription is absolutely indis- 
pensable in advanced shorthand training. 
When you have completed the Manual you 
should go back over the past issues of the 
Grecc Writer and read each one of the ad 
vanced shorthand plates as well as those you 
have already read in the Learner’s Depart 


ment. 


Could You Classify Them? 
AST month we gave you seven groups of 
drills on brief forms and brief-form de- 
rivatives tor practice, and suggested that as 
you practiced the forms you noted how the 
words were grouped to illustrate some certain 
point. Were you able to classify the groups? 
Group 1, as we told you, gave practice on 
plurals; Group 2, on the past tense; Group 3, 
on the er, or ending ; Group 4, on words ending 
in /y, Group 5, on brief forms based on the 
blends; Group 6, on the w words; and Group 
7, on a series of similar forms to be distin- 
guished. Did you get the idea in each? 
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If you like this feature let us know and it 
will be continued 
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College Heads Advise 


18] 


Secretarial-Stenographic 


Training for Their Graduates 


Opens the Way 


My experience, both here and 
in Washington, convinces me that secretarial- 
stenographic training is of marked value for 
many college graduates. It is of particular 
importance in opening the way. Many college 
graduates do not at first fit into organizations 
in which later on they can do important work 
Every organization requires a certain amount 
of secretarial-stenographic service A person 
with a college degree and with some special 
objective can often use his secretarial-steno- 
graphic training to become acquainted with 


iiy 


those handling various enterprises 


—A Pacific Coast University 


Both Are Important 


I BELIEVE thorough- 
ly in the value of secretarial-stenographic 
training for college graduates in solving the 
employment problem. For many types of 
secretarial work the college training is an 
absolute essential, and, turning the shield, the 
stenographic training is equally important 
Hence, I believe in a combination of the two. 


New England Women’s College 


A Distinct Advantage 


QUR Appointment 
Bureau agrees entirely with your opinion that 
secretarial training is of distinct advantage to 
a college graduate who is seeking employment 
As an expression of this opinion, we have for 
three summers organized, under the auspices 
of the Appointment Bureau, a group of grad- 
uates and undergraduates who have taken a 
six weeks’ intensive course in typewriting and 
shorthand 
tered in this course during the past summer 
fifty-eight in the elementary section and four 
in the advanced section. The head of the 
Bureau assures me that the practical value of 
this training has been amply demonstrated 


Sixty-two students were regis- 


—An Eastern College for W omen 


The Future Secretary 


PROBABLY the pe: 
son in the future who will most easily get a 
job as a secretary will be the college graduate, 
and it will follow that | | 1 


T 
it he or she will need 


, 
secretarial training. 


Middle Western University 


Opportunities for College- 
Trained Secretaries 


66 A> secretarial students,” writes Helen 

‘ Jensen, '36, in a paper read before the 
Tironian Club of MacMurray College, Jack 
sonville, Llinois, “we will appreciate a word 
of encouragement by Mr. O. Latham Hatcher, 


president of the Southern Women’s Educa 
tional Alliance In his business report he 
states, “There are far too few women stenog 
raphers who have utilized opportunities tf 
further education and training. There will 
always be a demand for cooperative, mindful 
accurate, responsible, tactful, conscientious 
graduates as office secretaries, public stenog 
raphers, office managers, and as executive se 
retaries or directors 

“He also states that it is in business that 


a woman's best personal characteristics are 


brought out and formed. He says that a su 
-essful | ; ancien fe —_—- ’ 
cesstui ous ess Woman Nas developed a quick 
mental grasp, a reading habit, an instinct for 
acquiring and assimiliating information, a kee1 
sense of hearing, unusual power of concentra 
tion, physical endurance, a sens f orderli 
' 
ness, sound nerves and general poise—traits 


which make a real woman and assure 


} } ’ " , 
success bot In and ut ot the home 


A Business Man’s Opinion 


TR HE COLLEGE WOMAN—In discussing 
the value of business training for the uni- 
versity graduate, Shepard E. Barry, comptrol 
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ler of the Northwestern Mutual Life Insurance 
Company, Milwaukee, Wisconsin, says: 


“A skilled stenographer, provided she has 
other qualities, is better equipped to qualify 
for responsible positions above the general 
level. A striking example of this condition is 
that of a university graduate. With a knowl- 
edge of stenography, typing, filing, and other 
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modern office routine, she may more readily 
qualify for a desirable position than it is pos- 
sible for her to do without such knowledge, 
despite her otherwise superior education.” 


Undoubtedly the college woman increases 
her chances of finding desirable employment 
and of receiving quick promotion if she is 
equipped with proper business training. 


“Such is the Ideal Stenographer” 


Although addressed to the “boss,” this bulletin will bear thoughtful reading by 
those who are stenographers and by those studying to be stenographers. It 
contains excellent pointers 


By EARLE A. BUCKLEY 


in “System and Business Management” 


S your stenographer a machine or a helper ? 

Does she transcribe word for word what 

you dictate—or has she liberty to make 
suggestions as they occur to her? 

If you would have perfect letters, tell your 
stenographer that she may feel free to criti- 
cize constructively your language or “tone” 
or policy any time she sees fit. 

Tell her that it is part of her responsibility 
to see that the letters going out of your office 
are right—not only as to physical appearance 
and mechanical make-up, but as to text as 
well, 

Train her to look at your letters out of the 
eyes of the men who are going to receive 
them, and give you an outsider’s reaction. 
Train her not only to take your dictation but 
to “judge” it, too. 

Most girls won't do that unless you tell 
them. They're quite naturally afraid that 
“you wouldn't like it.” They'll go on year 
in and year out being just machines—doing 
as they're told (most of the time) pounding 
away on their typewriters with minds prob- 
ably on the date they are having the next 
Saturday night. 

On the other hand, let your stenographer 
feel that she’s more than an automaton, more 
than just the means by which letters get 
typed—and notice the difference in her whole 
general attitude. 

She'll realize then that on her, as on every- 
one else in the organization, falls the respon- 
sibility for the good will and future business 
of the firm. 


I've seen instances where a mistake in a 
letter caught by the stenographer has saved 


the company thousands of dollars. I've seen 
dozens of cases where a suggested rewording 
by a stenographer has meant the retaining of 
a customer who otherwise might have been 
lost. 

The important point is that stenographers 
generally won't do that—they won't take in- 
itiative upon themselves unless they are made 
to feel that it would be welcome. 

It might be a good idea to let every stenog 
rapher in your office know exactly how you 
feel in regard to this and other qualifications, 
so that she can more intelligently work for 
promotion. 

Make up a typewritten list of the attributes 
which in your estimation constitute the idea/ 
stenographer—a mark to shoot at! 


Here are some suggestions : 


Neatness and accuracy in transcribing 

Speed and promptness in dispatching work 

Proofreading letters before returning for signature 

Care in spelling, punctuation, general construction 

Artistic appearance of letter on the page 

Initiative in suggesting improvements in the word 
ing of letters 

Ability to detect errors in dictation 

Pleasant and even disposition 

Courtesy in answering the telephone 

A willingness to do the things asked of her 

A disposition to work overtime cheerfully if it be 
comes necessary 

A freshness of manner indicative of sufficient rest 
and sleep 

A personality that radiates cheer and optimism 


Such is the ideal stenographer. Hard to 
find? Right! gut if she can’t be “ideal” 
she can at least come as close to it as pos- 
sible. Tell her the things you'd like her to 
be and you'll be surprised how many unsus- 
pected qualities she'll develop. 











Tue Gaecc Warrer, December, 1934 183 











= art 











184 


NEWS 





Tae Gaecc Warren, December, 1934 


in WORD and PICTURE 


Kentucky's 
Shorthand 
Champion 
who captured 
first place in 
statewide 
Interscholastic 
League Tests 


Wins Shorthand Honor 


THROUGH the 
courtesy and thoughtfulness of Myrtle Engle, 
shorthand instructor in the Senior High 
School, Ashland, Kentucky, we are able to 
introduce to you Miss Evelyn Jones, one of 
her students, who has won first place in the 
Kentucky Interscholastic League contests. The 
scholarship contests are held annually under 
the auspices of the Extension Department of 
the University of Kentucky, and are open to 
high school pupils in the state. This year 
more than four hundred high schools com- 
peted, and you will agree that it is no small 
achievement to rank at the top of that number 
of contestants. Miss Jones was awarded a 
Certificate of Merit for her excellent work in 
shorthand. 

“Evelyn attributes her success to the con- 
stant interest she has taken in shorthand, plus 
a great deal of hard work,” writes Miss Engle. 
Our hearty congratulations to both Evelyn 
and her instructor, Miss Engle! 


In the Government Service 


WE were delighted the other 
day when we received a letter from the office 
of the Commissioner of Internal Revenue at 
Washington, D. C., bringing us a long list 
of subscriptions from Arthur E. Dunsmore, 


head of the Training Division of the United 
States Treasury Department. We knew that 
the GrecG WRITER was going to many Govern- 
ment workers. It is used by the boys in the 
CCC, where commercial classes are conducted, 
and it is also popular in the PWA, where bus- 
iness instruction is given. For many years, 
too, its various departments have been utilized 
by the U. S. Navy training schools, as regular 
readers know from the interesting stories we 
have carried. But it was a welcome surprise 
to learn that the magazine was proving of 
inspiration and help to the secretaries, stenog- 
raphers, and typists in the Treasury Depart- 
ment at Washington. 


Appreciation from Siam 


WE are very 
happy to learn that our efforts are appreciated 
by friends in far-off countries. As an ex- 
ample, we quote from a letter written to us 
by Kang Guan Chai, who has been made 
Chief Clerk and also Personal Stenographer 
to the Amalgamated Siamese Industries, Ltd.. 
Bangkok, Siam. “I am very grateful to you 
and also the Assumption College for the effi- 
cient and thorough instruction received, 
without which I am sure I should not have 
been considered for this responsible position,” 
writes Mr. Chai Participation in our Cre- 
dentials work has greatly improved his short 
hand and typing, and enabled him to win some 
of the awards. 


Best Chances Seen 
in Secretarial Work 


RECENTLY the New York Times 
carried the following interesting item that 
many of our readers will not have seen: 


The employees in greatest demand among large 
business concerns are college graduates who have a 
knowledge of stenography, according to Lawrence W 
Zimmer, director of the New York University Bureau 
of Employment 

Mr. Zimmer, in his annual report to Chancellor 
Harry Woodburn Chase yesterday, said many employ- 
ment officers had reached the conclusion that the best 
training ground for advancement in a_ specialized 
business is the desk of an executive 
“Two or three years’ experience as a secretary to 
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man meeting the daily problems of a business is 
better ¢ pment, in the opinion of most personnel 

ers an the intensive training systems that 
existed in pre-depression days,” Mr. Zimmer said 


i-lsewhere in this issue, we quote the views 
» agree with Mr, 
Secretarial training is an excellent 


of university authorities wh: 
Zimmer. 
investment tor college men and women. 


Program at Oklahoma 

A. & M. College 
WE show here the program given by 
the Department of Secretarial Training of the 
Oklahoma Agricultural and Mechanical Col 
lege, Stillwater, Oklahoma, in honor of Miss 
Ruby Hemphill, who was awarded the first 
prize, a Silver Loving Cup, in the Individual 
Group in the last Annual O. G. A. Contest 
Mr. W. Rude, the director, writes 


This illustrated program indicates how we felt and 
} . 


what we did at our last Order of Gregg Artists’ Clul 


meeting We possibly were not entirely dignified, 
but we were strong in our appreciation of the honors 
Miss Hemphill received in the Contest 

Ll ar sure the honor could not have been con 


ferred ' ut ne who was re iesery 2 “ 
“ ld be more a reciative The entire Secretaria 
Training Depart ent, the S ~ t Com ree, ti 
A. & M. College, and the State of Oklahoma in 
their appreciation of the honor she re 

We think this was a very fine way to cele 
brate the award which Miss Hemphill won 


Details of the next Annual O. G. A. Contest 
will be found announced 


urge everyone to enter it 


in this issue, and we 


His own 
efforts win 
him post 
at the 
American 


Consulate 
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H. C. Yen Obtains 


Position at Consulate 





Ch i, corn 11 st teresting con 
munication W e t s how 
btained s p* t l vit the 
Ar cTical \ Ss tlate there 

le wrote a letter to the Consu 
tlering to serve as st gra e! ve 
the week-ends w nm any ilar 

der that i mig ga practica 
experience At that t Vas the 
issist t S¢ etary-treasure! it the 
rukien (hristian l ersit ul 
American institution at | w, util 

no } ] iT ; my kil] 
zing s leisure Dp s skill 
as a shorthand writer and a typist 


| An interview was arranged, at which 
he showed the Consul his many short- 
hand prizes and certificates (notice 
the O. G. A., O. A. T., and CT. pins 


proudly displayed on 


~ 






oat) and the Consul was 


impressed by this recogni 
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Actual Business Letters 


From the winning sets submitted in the last Gregg News Letter Contest 
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e Art and Credentials 





Announcing a world shorthand event .. . 





- 


Miss ULaicu 


GAIN it is my pleasure to announce an 
event which has become world wide in 





its interest and significance—the Annual 
O. G. A. Shorthand Contest. More than 
20,000 participated last year from all parts of 
the globe—America, Canada, Mexico, Cuba, 
Europe, British Isles, China, Japan, Malaya, 
Philippine Islands, Australia, Hawaii, and 
American Samoa, and this year it is confi 
dently expected that a much larger number 
will participate. 

Really, no student of shorthand can afford 
not to enter this Contest. Its benefits and ad- 
vantages are great enough to justify all the 
study and practice necessary. In addition to 
the awards to be won for meritorious work 
there is the improvement in shorthand style 
and fluency of writing that comes from the 
practice you put in before submitting your 
Contest specimens — an improvement that 
should qualify you at least for the O. G. A 
Gold Pin—which itself is a mark distinguish- 
ing you as among the above-the-average short- 
hand writers 

The winning of Contest awards makes the 
best kind of news for your home town paper, 
too! Actually scores of newspaper clippings 
are sent to us each year after the results 


O. G. A’s 


ANNUAL CONTEST 


for students, stenographers, schools 


FLORENCE ELAINE ULRICH 


Conductor 


Gold Pins—tor all who qualily 
Ten Awards—tor individual merit 
Ten Awards—tor school achievement 
Cash—tor teachers of winning teams 


Diplomas—tor Honorable Mention work 


CONTEST CLOSES MARCH 1, 1935 


Full details on following pages 


have been announced This is fine publicity 
for your school and your teachers as well as 
for you yourselves. Business and civic lead 


ers, including at least one governor, have ex 
tended congratulations to winners in O. G. A 
Contests in the past 

So I say, in all sincerity and earnestness 
decide now that you will join the thousands 
to enter this Contest. Do not put off starting 
your practice work. Start at once, and keep 
at it regularly until you have reached 
standard you feel will entitle you to one 
the awards. “My office colleagues and I have 
formed a shorthand writing club for regular 
practice,” writes a Korean who qualified for 
an award last year and expects to better his 


; 


record this time. That is the right spirit 
the spirit that is bound to win! 

A word about your Contest entries.—It is 
quite a task to go through the fifty to sixty 
thousand monthly tests and Contest papers 
that pour in on us during the months of 
March and April. You can ease our task of 
examining and rating the papers by following 
the instructions in every detail 

And please allow sufficient time for your 
papers to be handled before making inquiry 
la) - 


about them. Each special check-up delays 
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Valuable Prizes Offered | 
HE 0.G. A. Contest is open to allshorthand QQOntest 


writers, except teachers and winners of the 





Silver Cup in previous Contests. The prizes are of 
exquisite workmanship and design, to which the descrip- 
tions and photographic reproductions here can not do justice. 


Individual Awards A 
First Prize 
SILVER TROPHY, beautifully etched and suitably engraved 
with the prize-winner’s name and achievement, to be held 
permanently by the winner of first place. 


Second Prize 
SOLID GOLD MEDAL, of exquisite design and beautifully 
chased, bearing the O. G. A. insignia in enamel and gold. 


Siloer Trophy Third Prize 
Highest Individual 
Awerd STERLING SILVER MEDAL, charm, or lavelliere. 
Fourth Prize 


FRENCH CLOISONNE ENAMEL VANITY CASE in rich blue with 
O. G. A. insignia, or DE LUXE GREGG FOUNTAIN PEN suitably boxed. 


Fifth Prize 
GREGG FOUNTAIN PEN DESK SET-—an attractive and very useful gift. 





ate? Pate ey aol 
Special Parte 
Next Five Places Wom by J. Srii 
High Sch les 

DE LUXE MINIATURE MANUAL AND 


DICTIONARY SET, autographed by Dr. HONORABL } 


John Robert Gregg. DIPLYM 
I} two or more contestants tie for the same place, the 20 each acl d 


prize for that place will be given to each.) 


of O. G. A. its 


a bh " -_ — 
l HE gold O. G. A. pin will be awarded to (a) GOLD SEAL CERTIM 





‘ t sck yl. xg a ft 
each contestant whose notes, ranking below o the chool, and ex 
. SET to the teachers w 
the first ten places, show a good degree of ten after the banner-winnir§ ¢ 
executional skill. In one previous contest, 
- . . . . (b) GOLD SE CERI 
2.500 Gold Pins were awarded. Every writer b LI EAl 
; _ : ‘ : grossed, to the school, Th 
of a meritorious specimen rates this prize. [ATURE DICTIONAR i 
The limit to the number of Gold Pins making a score of 58 per 4} 
awarded is determined by the number of : ™ 
. . i lif be f thi sa) (c) RED SEAL CERTI! 
a ‘ @ for this specis . 
spec — received qualiilying tor this specia 0. G. A. Medal team makes a score of per 
recognition. Lavalliere Style (See ope 
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lin the 0. G. A.’s Annual 
stand How to Win Them 


vontest Closes Mareh 1, 19.2353 


School Awards and Teachers’ Personal Prizes 


’ 
SCHOOL prizes and special teachers’ awards on school clubs are awarded 
as follows—not fewer than ten papers from a school will constitute a club: 


First Prize 


BEAUTIFUL LARGE SILVER TROPHY, to 
be engraved with the name of the winning 
school and held by it for one year; and ONE 
HUNDRED DOLLARS to the teacher or teach 


ers of the team winning first place in the Contest. 


1 school winning the Trophy three times receives if as a 
permanent possession.) 


Second Prize 


SECOND-PRIZE BANNER for the school and 
FIFTY DOLLARS to the teacher or teachers of 


the team winning second place. 





4 


riing Morton r . . 
icoro, Mlinets Third Prize 


a fi Banner 





THIRD-PRIZE BANNER for the school, 
At MENERGR and TWENTY-FIVE DOLLARS to the 
—— teacher or teachers of the team winning 
@mitting a club third place. 
\. wtts as follows: 
: ~ . P-; The School Trophy 
oe os Next Five Prizes Awerded Winning Team 
RTIMCATE, suitably engrossed, PRIZE SCHOOL BANNERS to the ot tp i 
yuisi# FOUNTAIN PEN DESK t . 
art schools taking the next five places, and 
se eams rank among the first . : 
4) croup. SOLID GOLD MEDALS to the teachers of the teams winning 
dt a . the next five places. 
CERIFICATE, suitably en- 
jp AUTOGRAPHED MIN- Special Prize Banner 
ty | the teachers of teams ie: ae et 
per dht or better. A SPECIAL LARGE-SCHOOL CLUB BANNER awarded in 


addition to any other prize to the schools represented with clubs 


PIF ATE to the school whose : ' ‘ 
| 50 fer cont er better of 300 or more specimens which make a score of 60 per cent or 
pe pores) better in the Contest—same style as awarded Cicero in 1931. 
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arriving at the final results. In case you 
should wish to be assured that your Contest 
papers reach us safely, you may enclose a 
self-addressed postal card of acknowledg- 
ment which will be returned to you promptly. 


Penmanship 
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Up on your finger-tips, all you loyal, en- 
thusiastic Greggites! And best wishes for 
success to you all! 

You will find the complete details on 
page 192 about submission of Contest papers 


Pointers—IV 


Introducing Straight-Line Practice Drills and Precision Drills 
prepared by Florence E. Ulrich 


ET us begin practice this month with a 
little drill on the reversed curves, to 
recapture the fluency gained last month 

on these combinations In writing Drill 1, 
fit the circle up close to the back of the first 
curve and count as you write l-2, l-2, 1-2, 
stressing 2 to give the time required to turn 
the circle and slip off the /—k-al, k-al, k-al. 
More precision is required to turn the small 
circle neatly in /eak. Ready? L-ek, l-ek, 
l-ek; r-ig, r-ig, r-ig; Gary, g-ari, g-ari, g-ari 

Pause at this point to criticize your outlines. 

\re the circles written smoothly and fitted up 
well to the back of the first curve? Are the 
curves fluently written, with correct formation 
and proportion? Compare your outlines with 
those in the plates frequently. 

Drill 2 is on the straight lines written both 


2 


upward and downward. Simple, aren't they: 
But try to make a half dozen of them consec- 
utively, perfectly straight, without a broken 
back! Practice the exercise from 15 to 30 
seconds and follow with the strokes 7, d, 7, d, 
1, ad. Next ish, t, ish, t, ish, t; t, d, t, d, t, d; 
sh, ch, 7, sh, ch, 7, etc 

We add circles to straight strokes in Drill 
3. This time to develop facility when joining 
circles to downward characters. Turn the 
circles smoothly, maintain good differentiation 
between the size of ¢ and a, and keep the con- 
sonants straight. 

Drill 4 affords facility practice in joining 
the circles to the up-strokes. Write to the 
count of 7-2, 1-2. Do not pause on the circle, 
but turn it smoothly from the beginning. Keep 
it quite round. <A suggestion might not be 
amiss on this. Start the circle in ad with a 
slight pull to the right and down, then swing 
around and up, touching the beginning point 
to close the circle, and speed the pen swiftly 
to the end of the consonant. Right? Ad. at, 
ad, at, ad, at; ed, ed, et, ed, et, ed, et; da— 
this will try your skill if you are not to hump 
the back of d as you turn the circle. Keep 
the circle quite round, please, and lift the pen 
instantly the circle is complete: 1-2, 1-2, 1-2; 
da, ta, da, ta, da, ta; de, de, te, de, te, de, te 

Try turning the circle between / and ish 
in Drill 5. Remember / is written with the 


greater curvature at the beginning and held 
up on the same level at the end. Ready? 
l-ash, l-ash, r-ash, l-ash, r-ash, etc. Let us 
try it with dash—d-ash, d-ash, d-ash, d-ish, 
d-ish, t-ish, t-ish, etc. 

Let's try our skill at turning the circle be- 
tween g and j in gauge (Drill 6). Smoothly, 
please: g-aj, g-aj, g-a@j, I-2, I-2, 1-2; k-ach, 
k-ach, k-ach. 

If we turn those characters for gauge up- 
side down we find that we have the word 
jail. Let's try writing it. Turn the circle 
smoothly in the corner of j and J. It should 
fit so tightly that you cannot see where ; 
leaves off and / begins Ready to write! 
j-al, j-al, j-al; 3-il, j-il, ch-all. 

Drill 7 is easy, so we won't pause long on 
it. Make the horizontal straight strokes 
straight. 

The same caution must be taken to join the 
circles smoothly without bending the straight 
lines in Drill 8. Compare your writing fre- 
quently with the plate. Maintain proportion. 
Round out the curves as well as you can. 

The precision practice afforded by Drill 9 
will permit of frequent pausing to compare 
and study your own notes. Try to write each 
character better than the preceding one. Write 
smoothly, fluently, and correctly. Lift the 
pen at the end of strokes as you finish, to 
secure a tapering getaway. 

Note in Drill 10 that &-t and t-r are made 
similar to the longhand r. You might write a 
few longhand letters to get the “feel” of the 
movement required, then write kt, tr, kt, tr. 
Note that ¢ is almost perpendicular after & 
and before r. 

We shall sum up our lesson this month 
with another set of outlines for precision prac- 
tice and close, as usual, with an analytical 
study of outlines. If you have acquired the 
smoothness, fluency, and correctness of exe- 
cution that I think you have by this time, 
you will find that your love of writing short- 
hand increases with your skill 

The prizes offered in the O. G. A. Contest 
announced this month, are something to strive 
for, and writing the copy is easy, isn’t it? 

Turn to page 188 for details about awards 
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Important Details for O.G. A. 
Contestants 


How Individual Papers Are 


Rated 


NDIVIDUAL Contest entries will be rated 
according to the following points of pen- 
manship : 


(a) Freedom of movement in writing 

(b) Application of the principles of theory 

(c) Proportion in lengths of strokes 

(d) Uniformity and correctness of slant, 
curvature, and joinings 

(e) Size and spacing of notes. 


Individual prizes will be awarded on the 
merit of the individual specimen, regardless of 
whether it comes alone or in a school club. 


How School Clubs 
Are Rated 


@ CHOOL ratings will be determined by: 

1. Percentage of papers submitted from 
shorthand students, based on the number of 
shorthand students under instruction of the 
teacher or teachers competing with school 
clubs and eligible through having completed 
at least eight chapters in the Manual when 
the club is submitted. 


A hundred per cent club is construed to mean the 
submission of a paper from each member of the 
class, if only one teacher is competing, or the sub- 
mission of a paper from each member of all shorthand 
classes if all the teachers in the school compete. The 
work of these classes should be grouped together and 
sent to the examiners to be considered as a school 
club. If only one teacher in a school competes, it 
is understood that her class is not in any respect 
to be a “picked” class. The papers submitted should 
be from the regular instruction group, or groups, of 
the teacher, or teachers, competing 


2. Percentage of papers rated as reaching 
the O. G. A. Membership standard, based on 
the number of students under instruction. 
Juniors, and students who have completed only 
eight chapters of the Manual at the time of 
entering the Contest will receive an extra 
half point of credit. 


3. Percentage of papers rated as meriting 
the Gold O. G. A. Pin, based on the number 
of students eligible. 


4. A supplementary rating of one point for 
each winner of the Gold Pin. 


School Contest Rules 


"TEACHERS will please read carefully and 

underline the instructions that control the 
submission of their own club. Expeditious 
handling of the volume of tests received in 
the Contest, and the ability to make prompt 
reports on certificate tests within the Contest 
club, depends upon a strict adherence to these 
published instructions. 


1. The special O. G. A. Contest blank, prop 
erly filled out, must accompany the Contest 
club. Write for it now, if you do not have 
one. All papers submitted for the Member- 
ship certificate as well as for consideration in 
the O. G. A. Contest should be addressed to 
the Membership Examiner. Papers for the 
Contest only should be addressed to the 
O. G. A. Contest Committee 


2. The Contest closes March 1, 1935, and 
only papers that reach our desk on or before 
that date will be given consideration. The 
results will be announced in this department 
of the June Greco Writer. No report on the 
Contest (except mailing of certificate report 
on Membership Certificate applications) can 
be given, except as published in the June 
GrecG WRITER. 


3. Only the Contest Copy published on page 
193 of this issue should be used for Contest 
entry. 


4. In the School Contest, clubs of ten or 
more papers will be considered, but only one 
club may be submitted by any one school. 
If more than one shorthand teacher in the 
school wishes to compete with his class or 
classes, such contestants may combine their 
work into one club representing the entire 
school. 

If a prize-winning club from any school 
comprises the work of more than one teacher, 
the teachers’ prize will be equally divided 
among the teachers whose combined work rep- 
resents the school competing 

(Where the whole school competes, papers should 
be grouped within the package under teachers’ names 
to facilitate mailing report.) 


5. Each club of papers for the School Con- 
test must be accompanied by a Contest Blank 
or a statement showing the name of the teach- 
er, or teachers, if the prize is to be divided, 

(Continued on page 213) 
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December Test Material 


should be acc 


ertis 


tii clu f test papers 


ites ember « 


Py 


Instructions for Writing 
the O. G. A. Contest Copy 


All specimens written from this copy will be con- 


sidered in the Contest unless marked “For Mem- 
bership Only.” If submitted for membership as well 
as Contest, mark the specimen “Membership 


Examiner.”” As explained in the announcement of 
the Contest, the copy can be written by anyone who 
has completed the Eighth Chapter of the Manual, 
making it available te theory students as well as 
members of advanced classes. 

Practice this test diligently between now and the 
closing date of the Contest, March 1, to make sure 
that your paper will represent your very best style 
of writing. Ask your teacher te criticize your notes 
as you practice. 


We have read many stories of the wise old 
crow The crow builds his nest high on a 
branch of the tree where he can see tar off. 


m so alertly to 
ampaign and match his wits with the 
who le planted his field, and to 

ls | in begin 


seeds before they « 


It is this survey that helps hi 


larmet 


gather the little 


is 


to sprout. 

How many of us climb to the “tower- 
our thoughts and when we reach the 
around us? 


room” of 


top 


Chis will help us to see things in their 


survey the landscape of ideas 
right 


proportion—take an inventory of what we hav: 
done, and enable us to see what remains t 
do. Coming down, we can then tackle the 
job, knowing that our efforts will not be 


Vain 


Junior O. A. T. Test 


Arrange on a sheet of paper as attractively as 
you can the following excerpt from the “History 
and Conquest of Mexico,” by William H. Prescott. 
Supply your own title. To secure the Certificate 
you must have a perfect copy of this test, without 
errors or strikeovers. Good ribbon, clean type, even 
margins, and even touch will improve the appear- 
ance of your paper, and might even enable you to 
secure a copy worthy of Honorable Mention and the 
gold emblem pin in addition toe the Certificate. 
made utensils of 


The ancient Mexicans 


earthen ware tor the ordinary purposes of 
lomestic life, numerous specimens of which 
still exist. They made cups and vases of a 
lackered or painted wood, impervious to wet 
and gaudily colored [heir dyes were ob 
tained from both mineral and vegetable sub 
stances. Among them was the rich crimson 
of the cochineal, the modern rival of the 


introduced into 
he curious little 
care on plan- 


famed Tyrian purple. It was 
Europe from Mexico, where 


insect was nourished with 


mpanied by a type 


is 


written isst of mames to expedite checking and msure 


good as membership tests until January 25, 1935.) 
la s ca 5, Ss i t eglect. [he 
itives were tf s enabled t give a br lliant 
ring to the webs, which were manufac 
red ot every degreé fineness, trom the 
cotton raised al ince tne ghout the 
warmer re s of the country They had the 
art, also, of interweaving with these the deli 
cate hair of rabbits and other animals, which 
made a cloth great warmth as well as 
kind alt wether original; und o1 





this they ites ud a ch embroidery, of birds, 
flowers or some other fancifu! devic« 

But the art in which they most delighted 
was their plumaje, or feather-work With 
this they could produce all the effect of a 
beautiful mosaic. The gorgeous plumage of 
the tropical birds, especially of the parrot 
tribe, afforded every variety of color; and the 
fine down of the humming bird, which rev 
elled in swarms among the honeysuckle bow 
ers of Mexico, supplied them with soft aerial 
tints that gave an exquisite finish to the pic 
ture. The feathers, pasted on a fine cotton 
web, were wt t into dresses for the weal 


>» and 
f the American f 


‘ ornaments 
such admiration in Eur 


thy, hangings for apar 


tor the ten ples ab 


cs excited 
whither numerous 


Conquerors It is to be regretted that 


pecimens were sent 


graceful 
fall into 


Senior O. A. T. Test 


This test is for the advanced typing students 
who already hold their Junior O. A. T. Certificate 
and have passed the Competent Typist Speed Test 
at 40 words a minute. This description and itin- 
erary of a mid-winter World Cruise is to be ar- 
ranged into an attractively typed beoklet using 
two sheets of typewriting paper folded. If you can 
add to the attractiveness of this booklet by typing 
an attractive cover design, do so. There must be no 
strikeovers or other material errors on the copy that 
you submit for a certificate. 


PAGE 1 Name oft sl ip su pf ivy ) 
rite) World Cruise from New York, January 
12 to May 31, 1935 ame ot steams! ip line 
supply PAGES 2-7. Itinerary (see page 
208). PAGE 8 Name of steamship line 
suf world cruises are in a class by them 
selves But the Cruise of 1935 is unique 
World conditions may never again make the 

4 1 


Dreams is Treasomapie, as 


much an for after-life. Why not break 


LS Sé 

iway and give yourself the joy of joining the 
mgenial company of leisurely explorers 
iboard the (name of ship) this winter Full 
particulars fr local agent ¢ name and 
1daress ’ n pa , 
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December Competent Typist Test 


Use double spacing in typing this test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words 
for each error to get net words written. Each 200 strokes is indicated by a lighter letter and an accompanying 
figure to facilitate counting the gross number of strokes written.) 


The other evening I was in a grand company, where the new 
lamp was introduced, and much admired for its splendor; but a 
general inquiry was made, whether the oil it consumed was not in 
proportion to the’ light it afforded, in which case there would be no 
saving in the use of it. No one present could satisfy us on that 
point, which all agreed ought to be known, it being a very desirable 
thing to lessen,’ if possible, the expense of lighting our apartments, 
when every other article of family expense was so much augmented. 

I was pleased to see this general concern for economy, for I love 
economy’ exceedingly. 

I went home, and to bed, three or four hours after midnight, 
with my head full of the subject. An accidental sudden noise waked 
me about six in the morning, when I was surprised to find* my 
room filled with light; and I imagined at first that a number of 
those lamps had been brought into it; but, rubbing my eyes, I 
perceived the light came in at the windows. I got up and looked 
out’ to see what might be the occasion of it, when I saw the sun 
just rising above the horizon, from whence he poured his rays 
plentifully into my chamber, my domestic having negligently 
omitted the preceding® evening to close the shutters. 

I looked at my watch, which goes very well, and found that it 
was but six o’clock; and still thinking it something extraordinary 
that the sun should rise so early,’ I looked into the almanac, where 
I found it to be the hour given for his rising on that day. I looked 
forward too, and found he was to rise still earlier every day till 
towards the end of June; and that* at no time in the year he 
retarded his rising so long as till eight o’clock. Your readers who 
with me have never seen any signs of sunshine before noon, and 
seldom regard the astronomical part of’ the almanac, will be as 
much astonished as I was when they hear of his rising so early; 
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especially when I assure them that he gives light as soon as he 
rises. I am convinced of this. I am certain’ of my fact. One cannot 
be more certain of any fact. I saw it with my own eyes. And, 
having repeated this observation the three following mornings, I 
found always precisely the same result. 

Yet it'' so happens that when I speak of this discovery to others, 
I can easily perceive by their countenances, though they forbear 
expressing it in words, that they do not quite believe me. One, 
indeed, who” is a learned natural philosopher, has assured me that 
I must certainly be mistaken as to the circumstance of the light 
coming into my room; for it being well known, as he says, that 
there could be no” light abroad at that hour, it follows that none 
could enter from without; and that as a consequence, my windows 
being accidentally left open, instead of letting in the light, had 
only served to let out'* the darkness; and he used many ingenious 
arguments to show me how I might, by that means, have been 
deceived. I owned that he puzzled mea little, but he did not satisfy 
me; and the subsequent observations’’ I made, as above mentioned, 
confirmed me in my first opinion. 

This event has given rise in my mind to several serious and 
important reflections. I considered that, if I had not awakened so" 
early in the morning, I should have slept six hours longer by the 
light of the sun, and in exchange have lived six hours the following 
night by candlelight; and, the latter being a much more expensive” 
light than the former, my love of economy induced me to muster 
up what little arithmetic I was master of, and to make some calcu- 
lations, which I shall give you, after observing that utility is, in 
my’ opinion, the test of value in matters of invention, and that a 
discovery which can be applied to no use, or is not good for some- 
thing, is good for nothing. (3757 strokes)—Benjamin Franklin in 
Harper's Literary Museum, Selected from Early American Writings 
by Ola Elizabeth Winslow 





[ Repeat from the Oeginmeng until end of the ten-minute test period.) 
On the following two pages will be found an article by Mr. Smith, continuing the helpful suggestions 
for your improvement in typing skill that he embodied in the last three Competent Typist 


Tests. As a former speed demonstrator himself, Mr. Smith knows the typist's problems intimately. 
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Daily Procedure for Increasing 
Basie Typing Skill 


By Harold H. Smith, Expert Typing Consultant 


[This article is a continuation of the material contained in the Competent Typist Tests for September, 
October, and November. In previous issues we have discussed the importance of accuracy, the mature of skill, the 
mental and physical factors, and how to type skillfully single strokes, combinations of strokes, and straight matter. 
In the November test we were concerned with a definite practice routine for improving skill om straight copy 
matter. We described how to practice the Facility Word Drills taken from the paragraph to be used as the basis 


of our intensive sustained drill—the first paragraph in the November CT test.—Epiror.] 


AVING practiced intensively the ten 
words listed in the last issue, until your 
fingering skill has been materially in- 
creased, you are ready for the next step. 
Beginners will do well at this stage to type 
some short alphabetic sentence slowly and 
rhythmically, for accuracy. It should not be 
repeated more than five times unless the typist 
is tremendously interested in some phase of 
his skill in executing the sentence. If the 
combinations are too difficult to admit of a 
perfectly steady rhythm, or if errors are made, 
the typing should be slowed down as much 
as necessary to accomplish accurate, smooth 
execution. If errors still persist, type for 
accuracy alone, but hesitate and break your 
rhythm as little as possible. You are now 
ready to type the practice paragraph. 


tain combinations will prove difficult for all 
typists, but some will be difficult for one and 
not for another, depending upon the quality 
of the individual’s technique 


Step 2—Skill-Improvement Practice 


Spot these combinations, marking them if 
necessary. Your next job is to get rid of 
whatever difficulty exists for you on each such 
combination. The best way is to select the 
“thought group” of words in which the diff- 
culty occurs. Suppose you noticed a severe 
decrease in your speed of writing “desirable,” 
in the middle of the paragraph. You may 
have made an error or just found you could 
not maintain smooth fingering. The thought 
group in which this word occurs is “thus are 


THE PRACTICE COPY 


Let us suppose that you have gone through your regular warm-up routine of writing 
the expert’s rhythm drill. Your textbook lists several words to be practiced as facility 
word drills. These words are selected because they are of high frequency and thus are 
desirable additions to your vocabulary of words capable of being executed as wholes 


rather than as a series of separate strokes. 


Let us say that these words are taken from 


the paragraph which you are to use for intensive skill development during the major 
portion of your practice period, and that this paragraph is the one you are now typing. 


For students who have had as many as 
forty periods of practice, the alphabetic sen- 
tence may be omitted, particularly so since 
this paragraph contains every letter of the 
alphabet except the letter “z.” We repeat the 
paragraph here for the benefit of those who 
do not happen to have the November Grecc 
Writer at hand. 


Step 1—Discover Difficulties 
Choose a typing rate about half your best 


speed. Copy the entire paragraph through 
once, watching for difficult combinations. Cer- 


desirable additions.” Practice this group, paus- 
ing after each repetition and working from 
rather low rates of speed up to higher and 
higher rates. At the highest rates your flu 
ency will rise and fall with the ease and diffi- 
culty of the combinations. Be sure to type 
the group correctly once after each effort in 
which you make more than one error. 

If this procedure does not wipe out your 
difficulty, enabling you to work at your best 
speed through the whole group and without 
jerkiness or error, you will have to intensify 
your practice still more by typing the word 
on which you seem to have the greatest diffi- 
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leit hand 


most of the work. Speed with fluency 


has 
can 


nly be id by improving the finger-move 
ments need for reaching, then emphasizing 
a swift ta tap, tap, with the left hand 
smoot w t the eas and ult combina 
tions as mu is possible All such practice 
is exactly the same as was used the Facility 
Word Drill in the November CT Test. 

Pract not more than iour dithculties 
this w before taking the next step 

Step 3—Forcing and Sustaining Speed 

Repeat the paragraph, typing at your best 
speed WW t losing cont ot accurat 
li you | s you should, your typing will 
deve —p erkiness ere and there Iry te 
eliminate it as s is it appears by a slight 
re ict ) pet t resume torcing 
Don't et erkiness eloy t as es , 
starts and stop resitat s, muscular at 
ery tenseness that prevents ir typing 
wit 1 id icy I more than three <« 
! s Suc paragray] It is well 
to time thes fforts 

Step 4-—Skill-lmprovement Practice 

S. 5 dion f ties s in the 
se ) p! skill 1 adel te 
pomts \n Vays i racy, ncreaseu 
speed flue \ \lwavs wait until you 
Ark ” ( 4 wed bel Starting your 
etiort ( I ignt 2g p para 
RI ip! 4 mak : ) t ft re . 
plete . xe mine te +. ‘ effort 
is finis This is t ecret ipid prog 
ress im ital . ( periorn 
ance 

Step 5-— Sustaining Accuracy 

[Type the paragray rt | trme—for 100 
per cent act i mpiete the paragrap 
each tit vegin it. It unsuccessful, re 
duce speed until you are able to turn out a 
correct Until you are rather sur i 
yourself d not practice t S step while eing 
timed. Some improvement practice on thought 
groups or combinations may be needed 


Step 6—Testing Your 


More gress will be uci | 
step i ti ed it le ist every 
effort \l halt-1 ite tests are 
gest« 

Tr t 1 ine tne speed ot nhngering 
| ‘ ] : the Sil ot! A 55 na ‘ 

eveloping this paragrap If not 
ner cent " mit vour errors to or 
a parag i VIM steadily, rcing 
the limits of fety, right up to the n 
time s illed r until you finish the jf 
’ ni ’ Vf 


{ccomplishment 





you are untimed. Do not stop and 
t will destroy your determination 
speed with no 


for still 


} 
i 


uigher 
more than one error in a minute, try 


higher speed on the next effort. If your last 
effort seemed a bit jerky, slow wn a litth 
and notice Ww y it 1s to add several words 
to vour speed really mitput merely by 
teady fluent typing 
Work for Accuracy and Fluency 

If you start making errors, you will hesi 
tate before or after each one, and that means 
thr wing away 1! id i ine speed. You 
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Chis step should be made your principal 
um iring t re under or yé practice 
period After the first few lessons on the key 
board, at least one perio it of five should 
be devoted to the kind practice we have 
described 

it y 1 & s raged beca nu a 

re to }) I tiie pa ik ipn is a 
\ ri¢ you 1! take e sent ‘ it a time 
ind go thi the steps ¢g I Pay atten 
tion to ¢ possibility for g time and 
eftiort net ¢ 1 ) ind more 
sk lit illy Kee you eves f£ i t e€ copy 

l irself to | K away even t ign you 
make an er! this sort of practice. Learn 

w to put out o r mind bothersome 
thoughts « te t work, y errors 

‘ le , P Keep the , 
lefinite n the particular eftort 
ipper t mtil the end of eac 
efiort. P é { til you cannot in 

y pe \ T i icy ] 
fiuency 1 unless t ! : 
\ rh ‘ is 

Keep a Record 

Toward the lose of this kind of a practice 
period, be sure to get someone else to time 
you. Record your best minute speed with 100 
per cent accuracy If you wish, record, in 
parenthesis next to it, y best speed with 


minute. You 
iten your 


not more than one error in a 


will he wurort 1 ¢ ] ver hoy 
will De surpris¢ » aiscover now 


most accurate W rk s als » the lastest not 
n hnge g perhay t n gross words 
‘ | 
typed 
\ few weeks f this practice is bound to 
work wonders vith any typists skill It is 
, 
kinds of skill into which the typewriter en- 
ters Modifications of this routine, mainly 
through shortening it as the student learns 
hetter } . ‘ ++ 1 rohl re ly 
etter Now ») attack § 1 pl ems, are Vaiu 
‘ , ; rom 3 
able as “‘warm-up” for all five-, ten-, and fil 
teen-minute timed tests 
s ar ie are ww fea I k 
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QO. A. T. Club Prize Awards 


Gold Pin 


Vernon Jewett, High School, 
Norfolk, Nebraska 

Kathleen Bradley, High 
School, Cambridge, Mary 
land 

Penelope Gregory, High 
School, Hammond, Indiana 


Silver Pin 


Vernice Clendaniel, High 
School, Milton, Delaware 

Frances Hanks, Nixon Busi 
ness College, Palestine 
Texas 

Lorena Kornely, Messmer 
High Sehool, Milwaukee 
Wisconsin 

Norma Siebecker, High 
School, Baraboo, Wisconsin 

Mildred Moyer, High School, 
Selinsgrove, Pennsylvania 

Frances Bates, A. W. John 
ston School of Business, 
Billings, Montana 

Marion Holderness, College of 
Commerce, Kenosha, Wis 
consin 

Phyllis Leng, Sheboygan Vo 
cational School, Sheboygar 
Wisconsin 

Edna Salani, High School 
Agawam, Massachusetts 

Marion Schricker, Hesser 
Business College, Manches 
ter, New Hampshire 


Bronze Pin 


Anabel Smith, Gary Business 
College, Gary, Indiana 

Anna M. Piontkowski, &t 
Augustine Commercial High 
School, Chicago, Illinois 

Julia Phelan, St. John High 
School, North Cambridge 
Massachusetts 

Valeria Mazon, Mt. St. Joseph 
Academy, Rutland, Vermont 

Anna M. De Luga, St. Philo 
mena School, Chicago, 
Illinois 

Celestine Brust, Mary Pfal 
ler, and Irene Lawler, St 
Mary's Academy, Milwau- 
kee, Wisconsin 

Ralph L. Crooks, Kansas City 
College of Commerce, Kan 
sas City, Missouri 

Margaret Gensinger, St 
Mary's School, Rahway, 
New Jersey 

Vivian Moore, Y. W. C. A 
Business School, New York, 
New York 

Eleanor Armbruster and Eliz 
abeth Conrad, Woodward 
High School, Cincinnati, 
Ohio 

Masano Takano, Union High 
School, Coachella, Cali 
fornia 

Marguerite Carriere, Pen 
sionnat N. D. de Lourdes, 
Eastview, Ontario, Canada 

Anthony Ricchia, Wilby 
High School, Waterbury, 
Connecticut 

Genevieve Szumowski, Mt 
Magdalen Training School, 
Troy, New York 

Bettye Harper, Senior High 
School, Miami, Florida 
Dorothy Learnard, High 
School, Caribou, Maine 


Audrey Williams, Barnstable Carlo De Paoli, MeCiymonds 
High School, Hyannis, High School, Oakland, 


Massachusetts California 

Gleneth Halstead, High Beatrice Caplette, Notre 
School, Mount Hope, West Dame School, Central Falls, 
Virginia Rhode Island 





j QO. G. A. Contest Copy 
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Herbert Felger, High School, Helen Click, St. Rose Indus- 
Jeannette, Pennsylvania trial School, Portland, 
Bette Draina, High School, Oregon 
Berwick, Pennsylvania Margaret Smisky, Senior 


Ruth Bowsher, St, John High School, Eau Claire, 
School, Lima, Ohio Wisconsin 





Ed McLaughlin, High School, 
Creston, lowa 

Ruth Beutel, Proviso High 
School, Maywood, Illinois 

Olive Sheldon, The Business 
Institute, Detroit, Michigan 
Vivian Zander, Edward D 
Libbey High School, To 
ledo, Ohio 

Alyce Durnin, St. Mary 
Academy, Dover, New 
Hampshire 

Mary B. Hollod, Mt. St 
Florence Business School, 
Peekskill, New Yerk 

Jane Fournier, High School, 
Saginaw, Michigan 

Frieda Kautz, John Harris 
High School, Harrisburg, 
Pennsylvania 

Nancie Jean Allan, Senior 
High School, South Pasa 
dena, California 

Cecile Richmond, Berkeley 
School, East Orange, New 
Jersey 

Susan Lensen, Vocational 
School, Sheboygan, Wis- 
consin 

Dee Sims, Davis-Cassity 
Business School, Ponca 
City, Oklahoma 

Esther Chavez, Barnes Com 
mercial School, Denver, 
Colorado 

Josephine F. Moran, St 
Mary's High School, Mei 
rose, Massachusetts 

Alice Jane Davis, Gary Bus 
iness College, Gary, 
Indiana 

May Witter, Weequahic High 
School, Newark, New 
Jersey 

Vinecena Giovanello, High 
School, Morristown, New 
Jersey 

Anne Andruscavage, Township 
High School, Mahanoy 
City, Pennsylvania 

Stephen Cocavessis, American 
Mission Commercial School, 
Alexandria, Egypt 

Helen 8. Brown, Fordson 
High School, Dearborn, 
Michigan 

Genevieve Riefler, High 
School, Rahway, New 
Jersey 

Alice Wachunis, Battin High 
School, Elizabeth, New 
Jersey 

Rhetta Harvey, The Morton 
School, Wilkinsburg, 
Pennsylvania 

Eloise Ferrel and Sarah Mce- 
Kinnon, Woodbury College, 
Hollywood, California 

Bethel Foland, Belmont High 
School, Los Angeles, 
California 

Mildred Lee, Punchard High 
School, Andover, Massa 
chusetts 

Helen C. Adams, Gray's 
Business College, Port- 
land, Maine 

Anne Pfeiffer, The Business 
Institute, Detroit, Michigan 

Gertrude Dennis, St. Mary's 
Academy, Newcastle, New 
Brunswick, Canada 

Eloise Miller, Centerville 
High School, Centerville, 
lowa 

Frances Puchalik, Battin 
High School, Elizabeth, 
New Jersey 
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? » Twentu-Thi yee ando . 
li: Hours’ Leave * 


By 
MARY 
ROBERTS 
RINEHART 


(Copyright, 1918, by Mary Roberts Rinehart 

















Reprinted in shorthand by permission of Farrar & Rinehart 


(Continued from the November issue) 
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December “Talent Teaser” 


INCE announcing the November “Teaser” 

as the last on which you would have a 

chance to win a copy of our latest short- 
hand reader, we have relented and are giving 
you another opportunity on this month's plate 
to secure George Horace Lorimer’s amusing 
“Letters from a Self-Made Merchant to His 
Son.” 

We did not realize that the September re- 
quirements would “stump” so many—reading 
the plate itself evidently looked so easy that 
more than half who submitted papers did not 
look closely enough to get a correct transcript 
of the end of the second sentence—“56 per 
cent of its total land area.” And some who 
made the best transcripts failed to send in a 


tabulation of the world’s oil resources; while 


) 


<7 F545 Ee RS 


te 


others forgot to include a copy of the pla 
in shorthand. Note well, then, before sending 
in your December transcript, that 

A footnote giving the location of Easte 
Island is to be appended to your transcript 

That a copy of the plate is to be made in 
your best shorthand, showing the incomplete 
outlines properly restored— 

And that the papers are to be addressed to 
the “Talent Teaser Examiner” of the Grece 
Writer, 270 Madison Avenue, New York, 
N. Y., and mailed to reach us before Janu 
ary 25, 1935. 

The shorthand version of Mr. Lorimer’s 
book will be sent to the 25 who send us th 


; 


best shorthand notes, along with perfect tran 


} 


scripts submitted as directed here 
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Key to October “Talent Teaser” 


For over two hundre years, the material for the 
pencil leads wsed in all the pencils of Europe came 
from the great Borrowdale graphite mines in Cum 
berland, England 

his strange material was first described by Kor 
rad Gesner, of Zurich, Germany, in a treatise on 


fossils which he wrote in 1565 His book tells how 
an instrument for writing was made by protecting a 
slender rod 
case of wood 

While the supply of the graphite from the Cumber 
land mine lasted (the mine 


f the plumbago, or graphite, with a 


became exhausted around 
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the middie of the last centu 1 Ss were 
simply of the raw graphite as take from the 
The graphite from this mine « be worked wit 
tools. It was carefully sawn into thin sheets, whic 
were cut again into slender square rods forming the 
lead”’ of the pencil The leads were covered wit 
soft wood in the usual manner 
For a very long period of time, this mine supplied 
all Europe with pencils. Naturally, they were very 
crude, did not write smoothly and because they 


were handmade, they were vet expensive Lett 


Tails,” General Pencil Company ersey City, N. J 
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The Dumb-bell 
Adapted from “The Lamp” for reading after completion of the Eighth 
Chapter of the Manual 
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msibilities 


New Books for Ambitious Young People 


AST June we attended the first Choosing- 
L a-Career Conference held in Newark, 
New Jersey, where thirty leaders in dif- 
ferent fields gave their best advice to the 
college youth of today. So many practical 
suggestions were offered for selecting a voca- 
tion and getting a job that we wish all young 
people could have been present. We now learn 
that 28 of these helpful talks, representing as 
many different activities, are placed within 
the reach of all in a book just published by 
Farrar & Rinehart 
“This book affords an unusual and unique 
opportunity for young people to get wise 
counsel and advice from those who actually 
know what they are talking about,” writes 
Governor Moore of New Jersey in the intro- 
duction. The Governor, by the way, started his 
career as a stenographer. In addition to the 
twenty-eight speeches, there is an appendix 
which contains suggestions and advice from 
forty-nine executives on How to Get a Job. 
We are informed that the book, consisting of 
273 pages, is available at stores and libraries 
throughout the country. It is a book not only 
for reading, but for study and reference. 


Opportunities in 95 Vocations 


ROF. WALTER B. PITKIN’S “New 

Careers for Youth” is the first realistic 
attempt to chart the post-1929 world of jobs 
It discusses changing opportunities in 95 im- 
portant fields of work. Though the discussion 
is brief, it is also as accurate as possible in 
view of the difficulties of securing up-to-date, 
reliable information. For more than a year 
a competent research staff has been inter- 
viewing 500 key executives and experts in the 
major fields. Professor Pitkin reports the con 
sensus of their opinion, together with the lat- 
est available statistical information about busi- 
ness trades and professions. In most cases 
the final analysis of every important vocation 
has been approved by one or more leading 
authorities in that field. Business training is 
an asset in many of these vocations. 


Two other new offerings worth your read 
ing are 

Sue Strives To Conguer—Business Behav- 
iour, Opportunities, and Job Requirements of 
women—by Frances Maule. Funk & Wag- 
nalls Company. 

CAREERS FOR Women—An Outline of Im 
portant Vocations Open to Women, including 
the Secretarial Field—by Doris E. Fleishman 
Doubleday, Doran & Company 





HOW I GOT MY JOB 


A dollar will be paid for each letter accepted 

and published here telling how a good position 

as stenographer or secretary was obtained. The 
letter should mot exceed 200 words. 














THERE are many ways of getting a job, of 

attracting the favorable attention of em 
ployers and of demonstrating one’s ability 
to give the kind of service which is expected 
of stenographers and secretaries Perhaps 
you were fortunate enough to have been sent 
to your position by the placement bureau of 
your school. On the other hand, you may 
have obtained your present position by an- 
swering a newspaper ad, by filing an applica- 
tion with a favorite firm, by registering with 
an employment agency, or by using the in 
fluence of a friend or relative. 

Just what was there about your application, 
your interview, or your method that aroused 
the interest of the employer and caused him 
to hire you? Ina short letter you should be 
able to tell your experience in such a way as 
to be helpful and encouraging to those who 
are either seeking their first positions or who 
find it necessary to make a change. 

Address your letter to “Job Winning,” Txt 
Grecc Writer, 270 Madison Avenue, New 
York. N. Y. 
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The History of Annuities 


From “What Everybody Wants to Know About Annuities” 
By G. W. FITCH 
pyright, 1934, by Alfred A. Knopf, In 
Used by special permission of the axthor and publishers 
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December Test Material 
(Concluded from page 193) 


STRAITS SETTLEMENTS AND MALAY .. . Mar. 
24th to Mar. 26th . . . Auto drive in and around 
Singapore and to Johore Bharu within the native 
Malay State of Johore. Lunch at Raffles Hotel. Aut 
drive in George Town (Penang) and around Prince 

. Cristobal; of Wales Island, visiting the Snake Temple the 

Botanical Gardens, et« ulso by mountain railway t 

Penang Hill, a wonderful scenic ride 


NEW YORK .. . Sailing from New York . . . Satur- 
day, January 12th, 1935 at 1 a. m. 

JAMAICA ... Jan. 16th . . . Kingston; Auto drivezto 
Spanish Town, Bog Walk, etc. Lunch at a hotel 

PANAMA CANAL ZONE... Jan. 18th. . 
Daylight passage of Panama Canal. Auto drive around 
Balboa, Ancon, Panama City, Old Panama 


CALIFORNIA ... Jan. 26th to Jan. 27th .. . San 
Pedro; Auto drive to Los Angeles and environs, visit- 
ing Beverly Hills, Hollywood, ete. Lunch at one of the 
principal hotels 


HAWATIAN ISLANDS Feb. 2nd to Feb. 4th; 
Auto drive from Hilo to Kilauea Volcano, visiting the 
Lava Tubes, the Fern Forest, ete. Lunch at Volcano 
House Hotel. Auto drive in and around Honolulu. 


SOCIETY ISLANDS .. . Feb. lith; An interesting 
visit will be made to Papeete (Tahiti) with entertain- 
ment and dancing by the natives 


SAMOAN ISLANDS . .. Feb. 16th . . . Apia; Auto 
drive into the interior including a visit to Vailima, the 
home of the late Robert Louis Stevenson. Performance 
of a ‘Siva’ or native dance 


FIJI ISLANDS ... Feb. 19th .. . Suva (Viti Levu); 
Auto drive into the interior. Lunch is provided on shore, 
and there will be ‘‘Mekes"’ or tribal dances performed 


NEW ZEALAND... Feb. 23rd to Feb. 28th ... Auto 
drive in and around Auckland. Two days inland tour 
to Retorua and the famous Thermal district, visiting 
in Maori Villages. Auto drive in Wellington and 
environs. Optional tours to Waitomo Caves, Rotorua, 
Wairakei, Lake Taupo, Tongariro National Park 


AUSTRALIA ... Mar. 4th to Mar. 6th . . . Auto 
drives in and around Sydney including the famous 
beaches, the New Bridge, Koala Bear Farm and th« 
celebrated Zoo; also to the native settlement of La 
Peruse, where a special exhibition of boomerang throw 
ing will be arranged. Lunch on one day at the Hotel 
Australia. Optional tour—two days’ trip over the Blue 
Mountains to Mt. Victoria and Jenolan Caves, in- 
cluding a visit to the Koala Bear Farm on the return 


NEW GUINEA .. . Mar. llth Port Moresby 
(Papua); An interesting visit to the Papuan village at 
Hanabanda. Tribal dances will be performed 


BALI ISLAND ... Mar. 17th to Mar. 18th . . Telok 
Padang; Auto drive across this unique island visiting 
the principal points of scenic interest; temples, etc. A 
superb drive over the mountains. Lunch on shore and 
exhibition of native arts and crafts and Balinese dan 
ing. Optional tour giving a comprehensive view of the 
island, spending the night ashore 


JAVA... Mar. 20th to Mar. 22nd .. . 


Auto drive in 


and around Semarang. Auto drives to Batavia and 
environs; also to Buitenzorg visiting the famous 
Botanical Gardens. Lunches are provided at Batavia. 


SOUTH INDIA ... Mar. 30th . Auto drive in and 
around Madras, historic old city of Southern India 

CEYLON ... April Ist to April 2nd . . . Auto drives 
in and around Colombo and to Mt. Lavinia; also t 
Kandy (the Temple of the Tooth), visiting Peradeniya 
(Botanical Gardens and Katugastota Lunches are 
provided in Colombo and Kandy. Optional Tour t 
Nuwara Eliya 

SEYCHELLE ISLANDS . . . Apr. 7th . . . Port Vie- 
toria; Auto drive in the Island of Mahé. Exhibition of 
native arts and crafts 

ZANZIBAR ... Apr. lith... 
shore visiting the markets, bazaars, et 

MADAGASCAR ... Apr. 14th... Visiting Majunga, 
one of the most interesting ports of the largest French 
Possession in the Indian Ocean 

UNION OF SOUTH AFRICA Apr. 18th to Apr. 
2ist . . . Auto drives in and around Durban includ 
ing the Berea and the Valley of One Thousand Hills 
Lunch is served at the principal hotels in Durban on one 
day. Also an excursion from Durban to Pietermaritz- 
burg with lunch provided. Optional Tours to Johannes 
burg, Pretoria, Victoria Falls, Bulawayo, Kimberley 
Apr. 23rd .. . Auto drive to Port Elizabeth and 
vicinity with lunch provided on shore. Optional Tour 
through the “Garden Route” to Cape Town by auto 
Visiting Knysna, George, Oudtshoorn, Cango Caves, et« 
Apr. 25th to Apr. 29th Auto drives in and 
around Cape Town including Cape Point, Muizenberg, 
Paarl, Stellenbosch, Groot Schuur, Rhodes Memorial 

URUGUAY May 9th By special steamer up the 

and to River Plate to Buenos Aires 

ARGENTINE May 12th with accommodation and 

meals at the principal hotels. Auto drive in and around 


An interesting day 


the city. Montevideo . . . Auto drive in and around 
the city 

BRAZIL... May 15th to May 18th . . . Santos; By 
special train to Sao Paulo automobile drive in and 
around the city including Butantan Snake Farm. Lunct 


is provided at the hotel. Rio de Janeiro; Auto drives 
in and around the city and to Tijuca. Excursions to the 


Summit of Sugar Loaf Mountain and to 
Corcovada 

BARBADOS ... May 26th 
island from Bridgetown to Crane Beach Hotel 


Mount 


Auto drive across the 


through 


sugar plantations, returning to the steamer or the 
Aquatic Club 
NEW YORK Arrive Friday, May 31st,1935. 
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¢ The Shorthand Reporter 





Applying the elementary 


ABBREVIATING 


principle of the Manual 


Set No. 2 of Recommendations by CHARLES LEE SWEM 


Official Reporter, New York Supreme Court 
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Legal Terms and Phrases 


While many of these outlines will be recognized as the regular Dictionary forms, on account of 
their frequent use in law work they have been included in this series with the 
special short-cuts presented. 


infringement of patent = justification 4 majority 
, , Cc “7 ' ) ~~ ’ 
in hand paid —.-7 / kindred > malfeasance oe 
inherit oe kleptomania Loom malice prepense ——-C_+ 
Vv 


, 


é know all men by these 


inheritance «~” iain c 
presents i ? malicious / > 
~~ : > y 
injunction 7 known heirs ~<—, , mandamus proceed Ss 
ings _ ba 
injury a — i. & — mandatory 
rn , 
inquest _~ 9 landlord = - married woman ro 
in re _ larceny \—+ marshal 2, 
insanity > last will and testament master in chancery 
ee } 
insolvency > laches — ; maturity _— . 
cw 7 5 ‘ 
insolvent Ys ) lawful and right ~ 4 mayhem — 
; . a4 , 
installment —< < lawsuit WY, measure of damages — 
instance 2 lawyer X . 2 merger a 
in statu quo +2 legal tender — ———-v minority _— 
instigation _ ) legatee — ri mischief — 
institute proceedings — legislation « misdemeanor oY 
itemized account ©O legitimate / a) misfeasance , 
J 
interlocutory decree ~ lessee a misjoinder — 
5 
interpolation C__ 7 lessor a misrepresentation G——_, 
4 
—_ ’ 4 
interstate commerce +— letters of adminis- __¢- 7 $s mistake z 
LO tration 
intestate letters testamentary —_¢¢ miugation - ? 
in the first place >) levy —— mittimus < 
7 
in the next place ¢ —— libel at monopoly > 
( = 
ee - 
in the year of —e liberty « mo . 
j P rtgage —_—< 
our Lord eT ae ’ a -_ ] 
intumidation 4 license i & mortgagee -_ 
intrinsic value 2 } lien — mortgagor a 
introduce in evidence 7 life estate © > motive — — ) . 
a — 
invalid 7 limitation ©» *” multifarious , vs 
i ~ 4 a 4 4 . . 
in witness whereof ——"2e >. liquidated damages —_--- > municipal law ~~ 
r 
irrelevancy a« <« lis pendens municipality ” 
: — - / . 2 : oe 
irrevocable e+ litigant i. murder in the first —— 
/ “oe degree 
jeopardy + , — litigation «#7 national bank -, 
. . A P ) . . 
joint and ‘several ( (@&-9 local option «<3 naturalization ( oe a 
= : P , ost . 4 . . 
joint tenancy a“ lucrative >) navigation _— 
) a 
. . * . / , » 4 a, 
jurisdiction lunacy Sey - 
| 47 ; ue, 
jurisprudence , 4 lynch law W—*7 negligence -z 
cok y ¢ : - —_” . 
jury magistrate’s ——~ negotiable paper —=—"7> 


eins / court a Es 
justice of the peace fp & maintenance —~_-—_/ next of kin —=—,— 
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not to be read tor anything else. It is in such tke care ew nside ke care of 
an emergency that a distinctive outline is the matter, take up the wn er, tare 
appreciate l he matter wu 
Furthermore, the reporter has little time or 
patience to worry over outlines that do not Q < = . 2. 
disclose thei meaning immediately, with ofr \ \ ( 
without context. Every day of his reporting 
or " ‘* ta him, take ta ”" e hospita 
lite, he is called upon to read aloud, in open 
, : take her f spital, make 1 
court, long passages from his notes, notes tha 
were taken at high speed and from the dicta 
tion in ul in illiterate witness , 
, , ( . Si 
rhere is 1 ne t with ambiguous >> 7 
outlines ; they must stand out distinctively for 
what they were put down for, or they are make r ® , : - aes 
useless as reporting instruments rhe re mares up nis ie — 
porte never forgets that lat it may 
e al T 1 year later e will be called » 
upon tor a transcript. Then he will sit down > 
J 
to a typewriter or betore a phonograph, with ( . , 
‘ ‘ " , " —<—- [> 
his notebook before him, usually at ment un . 
ler artificial light; and with the evening hours 9” “up? , , , 
slipping by, outlines that will not stand up 
and be read immediately have no place in the 
reporter's scheme of things Che reporter ) 
who cannot dictate from twenty to thirty a 5 - . 
, . 7] 
pages of transcript an hour from his notes ; 
will find reporting a difficult profession and 
life a burden. It is he who knows what dis make any diffe? 1M 
tinctive outlines are, and appreciates theis ire ¢ 


priceless value 


Modifying Words in Phrasing a 4 : 


Whereas the Intersecting Principle is chiefly 5 
of value in its application to word combina 
tions—groups ot words that standing alone d 
] " Ihr " hyset ‘ ‘ ‘ ‘ r ; é ” 
not admit of abbreviation but which, occur 
ring in groups with special group meaning, CURE me 
are particularly susceptible to abbreviation ' = ae = a 
i eTe af I ’ S , | ’ 
the usefulness of the more elementary Abbr 5S amiew ¢ P ; 
ited unde s 
viating Principle lies in its application to ‘ ‘ ‘ 
single words There are many mstantly 1 rer See , 
ngi } ne! é many col anti re ened afte t vows 7 , stinct ‘ 
curring words peculiar to Court that can be itline standing alos but when phrased it 
shortened in accordance with this principle nires a distinct » eed te takahl 
For instance, words like 
> ee = _ r < 
) ) 
) ' : ‘ 
t - = 
pia 
) 
< > < y 
© 
vidence , t, fire, sale, make, t mind s 4 
wholesal \ 
ook him 1 é 
Many of these words, coming under this 
principle, are abbreviated not especially for 
the purpose of securing a short outline for the Both these 1 Sen diocmas the Inte 
individual word, but principally for the phras cting Princiy wd the elements A bbre 
- Ww i rit 4‘) i ‘ itl y | 
ing opportunities thus presented Note the yiating Principle. are in no s aehttre ry 
very valuable and facile phrases growing out They are inherent in the system itself. and 
of some of the words just illustrated therein lies thei ef valu Abbreviations 
2) ” 5 fla , > , in accordance wit then ire ibbreviat 
oc Cc Gc § ee / “ > 
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ee 
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wccordance wit definite 
iccording to rule, they 1 
cation ol the Sarm rule 


phrases induced ind i 
the upp n st ¢ nsice 
il l the secur ot 
41 
Tea OuUTLITN 


[Readers who are now in training for a shorthand 


reportmg career should find 


’ helpful Editor) 


A Successful 


Reporter's Advice 


R AY E. ADAMS, official court reporter at 
Fresno, California, whose 
in the May, 1934, Grece 


+ 


excellent advice to an inquiret 

“Stick to your Manual and ‘Speed Studies’ 
is zealously as a missionary does to his Bible 
Do not consider them as 
Read them over and 


ges, to be read once 


ver again; new things 


selves upon your mind n 
times you may read them. 


shorthand students that 


Speed Studies’ and the Manual lies a poten- 
tial speed of 200 words a minute and more to 


any conscientious student 


“Ot course you read the 


issue Was a most precis¢ 


quirements of speed writing. 
is out of my reach at the instant, but the 


‘ 


stance of the article was that 
your book under your pillow at 


iwaken in tl 


mastered 1t—hardly 


The one thing that | 
I 


vitall necessary (and 


" 


learning shorthand and typing (and anythin 


else, for that matter) 1s t 

ation When you are 

line, or typing a word, 
ely on that one thing 


not flatter vourself that 


ittention—one tf the two 





cus entire mind the 
ire ing 1 vou will ( 

i I t¢ t t 
nme ke re 


Who’s Who 


in Shorthand Speed 


"M quite proud of all my certificates and 


series of speed 


informed that she had won the Diamond 
writing 200 words a minute—the 

last of 

only 

of 


according 
Cum- 


the Gregg rep- 
WRITER, gave t resentative who 
make a 
self as 
writer. 
“Miss Roulier writes 
which 


things 
Miss Roulier’s suc- 
Systematic study, determination, 


Grecc WRITER 
the Reporter’s Department of the September 


enthusiasm. She entered the Concord 


statement of the 


College, Concord, New Hampshire, 

in September, 1932, where she made an excep 
record as a student. Her first positior 

m the office of the County Solicitor of 
from there she went to the 


Claremont, and 
Hampshire Acceptance Corporation, 
received more and faster dictatior 
likes best 


he morning to discover that you've 


ruffled. She is not afraid of tests 
ind keeps herself remarkably well in hand 
a writer under the stress of 
200 
keep your mind en says, “tast dictators are my 
you are doing. 
can divide your We heartily congratulate Miss Roulier and 
the success in the world 





Persistence is an attribute that industry rewards, but it must be the persistence of the 
able, confident, and cheerful optimist and not of the persistent bore. Industry will not 
give you a job because you need it. Just the reverse—it employs you because it 


needs you.—A. Atwater Kent, President, Atwater Kent Manufacturing Company. 
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rejoiced Miss Roulier when 


con 


she 





Blanche Helen Roulier 
Diamond Medalist 


4 


Mr 


the 
| | 


is of the buoyant type and is 


words a minute “That's 











RR ae eee 
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News in Word and Picture 


72 


_ i)? pict i fC 5 > ‘ ‘i , : i { ‘ ‘ 
y < was . t the vy j rer ti tia 

Mr. G | ke, Vice Consul, pre- American institut | , t 
iré tiv \\ tice ippeca}l tr nany > t A ' . 

mic? ; ) ; ‘ rua i maga eisure irs I tna » 

¢ 1 ] ed tive Der arte t I State M Ye Was ve t tive { ( t 
Washinet LD). several met ers t cult were ¢ t 

Lierk ( ‘ “ ed the staft I lictate t r t ‘ m tine < 
the | ‘ ( tlate lecember 193] Sary pract He “ is a private libr 
Teacher's I Certificate, by the Con ind five b es magazine ( 
mittee Xa ers I the 1933 \ la s still pract ‘ i ; | ta 
le ‘ Medal Test lucted by the Gregg reporters spee 
Publis pa New York. In the 1930 M Yer ’ exp the 
Ant tal te grapners ( ntest < cted by t pewr ter j x é i c ‘ 


tne most irtist specime n tside the I Ss t tie ¢ thre 
[ nite st c imi (4 ida \ i op i s | ed t { t tin 
r’rize ol an au wraphed edit 1 of the Di { ‘ states to ¢ c brite il il J ‘ 
t if L/T | R. Greve M s me | \ t gp 4 est eed ‘ < 
the tort $5.00 prize winners the Sen t A s r t t e W \ 

Leow © ‘ d ( ae tod 1 the me | , ( 
(,€1 al Pet ( \ ] ¢ L if Ne \\ Mr \ ( thie ( te ‘ 


Important Details for O. G. A. Contestants 


1 frown f P ] 
t A } ‘ el tin ain ! ) t m r m 
thie | | tive ~ ) mh i } ress ered ' 4 ‘ ta | the 
? . ] } T Bi ~ ] d 1) “wT ‘ | t 
« ‘ | ‘ eq } | 
e § ’ SCs ilk vyhether muir ¢ ‘ ‘ t \ | 
‘ | tive ‘ | anpe;rs ) Té > t ‘ 
Gi Writt QO. ( L De t 270 


Rules Governing Preparation — Postage must be paid at | 
of Individual Contest Papers | - 


is < { 
T ‘ 
r ' ' 1 ay 
HI i te \ y ype t p ‘ 
si rt ent tea _ ‘ ‘ 7 ‘ 
those ‘ \ rst 1 < 4 7 ‘ 
' . & ct i ‘ ‘ 
(). ty \ test ' 
i ‘ D ‘ < 
A C1 parm tem r ers i tive i Mi 
pape preter i 4 1st eT p | ( ‘ 
? ‘ * , 
Z I re 7 na “4 1s t ‘ ‘ ‘ t 
> 7) 
3 At the . f * pape , \ the all the a the ‘ . 
mtest ry cs « riitte ‘ te r name ‘ ‘ . e the ‘ ‘ are . 
r +} me , suT | 
. ess t ame ) ] ce ‘ ‘ . : 
} ] , ‘ ; 
; Ol a ca eT \ i is i £ cert t t £ 
tot P ‘ ‘ ‘ 
state ‘ ; ) {; \ ~ | ¢ te 4 1935 
Mien vo » Cert ut t) sr st he ‘ e 1 it 
4 L ontest spe mie sr t ,rittet? I 1 ite \ kk WV ter p plé cle tive ma 
the page 13. marked [> ¢. \ ( on- nd sel \ r papers ' , tirne 
test pp sure the rea e tive late 
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FUNNY STORIES 


The Night Before Christmas 


ics 


7? 


atin si VN" UCOr 2 
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Ho FO ee 
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Couldn't Beal Fritz! 
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Witty Willie 


YY one re 4 
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ae) rae 


Riedl? irapentiog? tng 
o— x - 2 





o- Cr x iti 5 
YY" a- A PO a 
Mister Bones 


ee one ed 
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—e_ Ft wy yx de 
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aT Aw aM on has 
Hear! Hear! 
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